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DD/A 75-4256 


9 September 1975 


MEMORANDUM FOR: DD/A Planning Officers 

SUBJECT : Fighting Inflation and Reducing 

Daily Operating Costs 


A memorandum summarizing the results of the Agency's 
Fiscal lear 1975 inflation fighting and cost reduction 
campaign was sent to the Director on 28 July. In the 
memo, the DD/A suggested that future reporting be on a 
semi-annual rather than a quarterly basis; therefore 
your Office's next report -- for the first half of FY 76 - 
will be due in the DD/A r s Office by COB 16 January 19 76 



Original sent to C/SD indicating Supply Officer 
responsible officer, clp 9/17/75 
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FOR* Dspaty Director for Asbrinlsiratloo 
Daputy Director for Iniolllganes — 

Deputy Director for Operations — — 
tepaty Director for Sdenca ami Technology — _ 

Dspdy to tim DCI for tfca Intelligence Cosaamity 
, Dspaty to the DCI for {Rational Intelligence Officers^ 
" • V?, . ftasor&V Cojsisel — 
legislative Counsel 
; r £ ■ ; .: Inspector General — ■ 

' IK j , ’ ■ C^troller- 
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1* la esy ratorandua of 8 IfcweEbsr I asked that each of ymi 
engage yoersalf personally In the Agency’s fight against Inflation 
and report bade be *se fey tits collusion of 1974 the results of any 
actions taken or proposed* Frsa tits submissions received ami reviewed 
so for* I find that easy of the action proposed are cession to mast 
©f the Agency’s components* for exassple* we are all concerned with 
redyctlcm of papor flows and Integration of filing system* double- 
sided Xeroxing or reduction In Xeroxing* inductions In copies of 
reports and conservatism In tha vse of administrative supplies* 

TJia Directorate records s^nageEsni: program have shean significant 
results ia term of dollar savings* and the possibilities for can- 
tlmilng and expanding In this regard are encouraging. He are cea- 
esmsd cs wall with energy consecration. The Office of Logistics* 

In cooperation with GSA* lias reduced effectively overall fuel and 
power consumption* Ha my all contribute In this regard by siaply 
turning lights off and heat down at the end of the day. 

2# Gthsr actions proposed am either unique to particular 
eosjponents or ans policy considerations of one Office which lcjp^ct 
on the entire Agency* For example* the Office of Coss&micatlons 
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The Office of Joint 
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Cojsputer Support has begun to use a ribbon re-inking service for 
ribbons used with computer line printers. OJCS estimates they will 
save $8 to $10 thousand annually. Other components should take 
advantage of this service. 

3. There are* of course* esany other ways to decrease our 
casts and fight Inflation, As a start, xe will now require a 
higher level approval far cany of tlie services provided by the 
Administration Directorate ■*« relocation of telephones and addi- 
tional telephone lines, for exsasple. Each Office Director should 
personally Insure that services r^tsested at*® absolutely essential* 
Sojae are now being reviewed at the Deputy Director level — this 
practice should continue and I ©esszsmd It to ®ach of you. Office 
Directors should also review and revalidate all publication sub- 
:r1ptioj 
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houid review ana revaltsfiate their 
with a salad to mhicing the number 
of vehicles- All nenagors should rased n mum -of the possibility 
©f using sore eccseaicai substitutes. For example, lest fiscal 



4* la BMltlm to aacfclosss takasn m the &tam e t mk that you 
coritte *2 to explore ws to generate savings In the m& of administra- 
tive supplies. fe<pii^ii£ats for typewritten ©r eessputer reports should 
fee risvlewad to that the ws&zr Is actually stedad. 

Certain DB/I md @D/£&? Officos Itare initiated specific action to 
effect reductions In tha z&mmptim of esaapubsr paper (and tapas). 
tihsraver possibly repredaetiea should bs shared by several 

offices. If pmsiblsia 24«>hQor operatfosui steld be raehsced. Shifts 
should ha changed to yswlda early end lata eoveraga sad flexible 
wmkir® kmm shosld be arrimgsd to mtat the use of overtime* 

5. Ha oust fight Inflation ot all levels of the Agos^cy. Only . 
by isenagss&nt example will all employees ccsa to smdarstam! that ts& 
are truly exmAtteA to this task. I have Instructed the DD/A to 
onags this effort for ks and to Issue sdmtevsr Instructions cay be 
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necessary. You should continue to rcpcrt to m through the D0/A 
on a quarterly basis baginning 1 April 1975 so that m my quantify 
and report to the President the results of our efforts In this pro- 
gram. I will coammlcata with you farther as other Ideas are generated. 





DDA/PS:RLS:jl 

Rewr1tten:RFZ? 


Rf 


Feb 75} 
Feb 75} 


H. E* Colby 
Director 
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DD/A 75-1302 


19 March 1975 


MEMORANDUM FOR: Executive Staff, Office of Medical Services 
SUBJECT : Renewal or Cancellation of FY 1975 Service Contracts 



1. Transmitted herewith is a computer printout listing the 
service contracts currently in effect for your Office* 

2. It is requested that you review the list and determine 

What contracts will continue in FY 1976. In the case of non-renewals, 
specific notification, in writing, is necessary. 


3. To the extent possible, each Office should consolidate its 
renewal and cancellation requests and forward same in one transmittal 
to the Chief, General Procurement Branch, Procurement Division, OL, 
prior to 15 April 1975. These requests should be on Form 2420 (Request 
for Procurement Services) and must include a statement of the action to 
be taken, the contract number, and the appropriate budget certification 
and financial allotment number (FAN). If model or serial numbers on 
the printout are incorrect* please make the necessary corrections. 


4. It is understood that each renewal is subject to the avail- 
ability of fiscal year 1976 funds. Upon receipt of such funds, each 
Office must advise the General Procurement Branch in writing to confirm 
the availability of funds for each service contract. 
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5. 


Your timely cooperati on in this matter will be appreciated 

ifov» anw mmcfinnr rL,* r> 


Please refer any questions to 
Procurement Branch, Procureme 
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6 MAY 1975 


MEMORANDUM FOR: Director of 1 Central Intelligence 


SUBJECT 


REFERENCE 


Bghtlng Inflation and Reducing Dally 
Operating Costs 

lte> dtd 28 Feb 75 fr DCI to DB*s and Heads 
of Independent Offices? sa&e Subject 


1* This m&&ran<it» Is the first of the regular Quarterly 
Deputy Directors on tha sidjject of fighting 
*****& gating costs* Tho Agency coffclndL 
40 Pleas for economy In operations without major 
reductions In service* Much of Hie reporting Is 
« th updated fafomatlGR on areas of savings previously 
identified — for example* doublets idsd Xeroxing* limiting space 
tel ff h0B ® changas# conservation in the use of^ 
acteinl^trativs supplies and reduction in consumption of enernr- 
Intensive resounds, - ^ 

2m Thom is no lack of innovation* however#' in searching 

ri^S,^U™S£SJS: For in the Intelligence ^ 

™ a year beginning In • 

C 7 1 iy« BSSBaBm £ Y S t€m > 06CR Will save 
rlsi* i” £1 h J> of Its Factbfioha and 
CRS is seeding to diminish keypunch reqalressaits so that It emy 
cancel cardpundi rentals and has saved $1*303 to data by this 

DiSS^fr?J S h\ ba savings in Hie Ministration 

afe A feala 3 m &* by tn& Offices of Cos»am1cations# Logistics 
filter Support* Other BD/A Offices are also coiltSd 
to jignting Inflation: tha Office of Training Is collecting and 
reissuing class isaiarials and handouts and has decreased copying 

nlf?rn b A/TS a selective routing for all dissesihationsf Sa 0 
Orflca of Personnel has asked field recruiters to evaluate their 
distance calls and reduce Hie nuraher n&ds to Head* 
quartarsj and the Office of Flnancq/taitrol TravslBraSh hss 
SlflSSl in ^~ e te . st ^ Gf res salable envalopas for ‘ 
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„ f- Science and Technology Directorate initiated a number 
or cost saving practices which mm -reported in February. These are 
on-going ef forts involving Improved use of counter tapes * reduction 
in number of hardcopy printouts and other moves which do not show 
dmistlc short tern gains hut trill consistently bring about savings. 
Their next quarterly report will provide sons precise Information 
on dollar savings. The Comptroller's Office has a limited oppor* 
■tonity for making significant progress# but insofar as they are 
able# they am following the inflation fighting guidelines absented 
In your referenced tamso, y w 


7 5. fa reviewing the reports; of the various ccusponents* we find 
that fey tie end ef FY 1975 we will be able to quantify cavings and 
present the data in 5 categories t FY 1975 savlncs-v anneal savincs- 



so^ ©f tue savings or Inflation fighting iseas&res should fee classified 
as cost avoidance 0 as opposed to cost redurtion/lnflatlon fighting. 
Even so# -fee stimulus for this pmcess is the desire to frmp costs 


ILLEG1B. 


down and 
in min 
ffgu 



thought 


wherever possible. It is with this _ 
Incorporate “cost avoidance** data in the 
rt 


ILLEGIB 


the Deputy Directors' are due after 
:t to receive the data which quantifies 
tall the effect the Inflation fiabting 
few years. 


/s/John F. Biako 

John F. Blake 
Deputy Director 
for 
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REMARKS: 


Attached FYI is a copy of Mr. Blake's 
first quarterly report to the Director 
on "Fighting Inflation and Reducing 
Daily Operating Costs." In your July 
report, please be as specific as 
possible and quantify in terms of 
dollars saved as much as possible. 
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